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SECTION 217  AUTHORIZING INCENTIVES 
 
Ref:  (a) 5 CFR Part 537 (Repayment of Student Loans) 
      (b) Department of Navy Student Loan Repayment Plan 
          31 Jan 2005 
      (c) 5 CFR Part 575, Subpart A (Recruitment Incentives) 
      (d) 5 CFR Part 575, Subpart B (Relocation Incentives) 
      (e) 5 CFR Part 575, Subpart C (Retention Incentives) 
      (f) USD Memo of 21 Sep 2006 
          Subj: Implementation of Recruitment, Relocation and  
          Retention Incentives 
      (g) USD Memo of 5 Feb 2008, Subj: Implementation of  
          Enhanced Retention Incentive Authority 
      (h) 5 CFR 531, Subpart B (Determining Rate of Basic Pay) 
      (i) DOD 1400.25-M, SC531 
      (j) DOD 7000.14-R, Volume 5 or Volume 8 
 
Exb:      I - DON Student Loan Repayment Program Application 
         II - Student Loan Repayment Service Agreement 
        III - Sample Format Request for Incentive 
         IV - Sample Format for Recruitment Incentive 
              Justification 
          V - Sample Format for Recruitment Incentive Service 
              Agreement 
         VI - Sample Format for Relocation Incentive  
              Justification 
        VII - Sample Format for Relocation Incentive Service 
              Agreement 
       VIII - Sample Format for Retention Incentive 
              Justification (2 Options) 
         IX - Sample Format for Retention Incentive Service 
              Agreement (2 Options) 
          X - Sample Format Request for Superior Qualifications 
              Appointment Authority 
         XI - Sample Format for Superior Qualifications 
              Appointment Authority Justification 
 
1.  Purpose.  To implement policy to use incentives and advanced 
in-hire pay rates as a recruitment, relocation and/or retention 
tool in accordance with references (a) through (i) and 
establishes procedures for processing and approving requests 
thereof. 
 
2.  Policy.  In accordance with references (b), (f), (g) and 
(i), heads of DOD/DON Field Activities with independent 
appointing authority may approve incentives and advance in-hire 
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pay rates (Superior Qualifications Appointment-SQA). The 
authority to approve recruitment, relocation or retention 
incentives may be further delegated in writing and must be an 
official who is at least one level higher than the employee's 
(or group of employees, if applicable) supervisor and further 
referred to as Authorizing Management Officials (AMOs) who must 
review and approve incentive determinations before incentive 
payment(s) commences and upon execution of a service agreement, 
if required.  Further, the activity head is the authorizing 
official to approve waiving repayment of paid incentives, when 
applicable.  By reference (b), authority to approve repayment of 
student loans may be further delegated to the lowest practical 
level.   
 
3.  Background.  Offers of incentives and advance in-hire pay 
rates provide management a recruitment and/or retention tool to 
attract and employ candidates possessing superior qualifications 
for positions that would otherwise be difficult to fill.  
Requirements and parameters for each category are further 
detailed in paragraphs 4 through 8 below.  Eligible employees 
for a Student Loan Repayment Incentive are listed in paragraph 
4b below; employees eligible for recruitment, relocation and  
retention incentives include those assigned to General Schedule 
(GS) positions, senior-level (SL) and scientific or professional 
(ST) positions (paid under 5 USC 5376), Senior Executive Service 
positions (paid under 5 USC 5383 as career appointees), 
Executive Schedule positions (paid under 5 USC 5311-5317), 
National Security Personnel System (NSPS) positions, law 
enforcement officer and prevailing rate positions, and positions 
to which the Office of Personnel Management (OPM) has extended 
eligibility.  By reference (i), advanced in-hire pay rates above 
the required minimum rate may be authorized new appointees in 
the General Schedule (GS) at all grade levels, including 
permanent and temporary positions in the competitive or excepted 
service.  To access fillable exhibit templates, click on desired 
exhibit number and refer to the sample exhibits in this section 
for required information.  For further assistance and guidance, 
contact your respective command HRO Advisors.  If desired, 
commands may establish individual supplementing instructions to 
set parameters for consistency and equity within the activity. 
 
4.  Student Loans Repayment Incentive 
 

a.  A student loan repayment incentive is limited to 
outstanding federally insured loans made by educational  
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institutions or banks and other private lenders as authorized by 
the Higher Education Act of 1965 and the Public Health Service 
Act.   
 
    b.  Eligible employees include: 
 
        (1) Temporary employees on appointments leading to 
conversion to term or permanent appointments; 
 
        (2) Term employees with at least 3 years remaining on 
their appointments; or 
 
        (3) Permanent employees and employees serving on 
excepted appointments with conversion to term, career or career 
conditional. 
 
    c.  Approving officials determine the amount of the loan 
repayment incentive based on the employee's value to the 
activity and budgetary considerations.  The maximum payment 
allowable is $10,000 per year with a total of $60,000 for any 
one employee; activities can repay more than one loan as long as 
the repayments do not exceed $10,000 per year/$60,000 lifetime 
limit.  Repayment of student loans is based solely on the 
outstanding debt at the time the employee and the activity enter 
into a service agreement.  Each determination (including the 
amount to be paid) for recruitment purposes must be made before 
the employee actually enters on duty in the position for which 
recruited.  Each determination for retention purposes will 
include that in the absence of offering to repay a student loan, 
the employee would likely leave for employment outside the 
Federal service. 
 
    d.  Approving officials shall submit written justification 
for repayment of any student loan as follows: 
 
        (1) When used as a recruitment tool, justification will 
include a statement that in the absence of an incentive, the 
organization would encounter difficulty in filling the position 
with a highly qualified employee and will include details on 
difficulties in previous recruitment efforts; 
 
        (2) When used as a retention tool, the justification 
will address the special skills, unique qualifications of the 
employee or the special needs of the activity and how departure 
or potential departure would affect the activity's mission.   
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    e.  In selecting employees for a student loan repayment 
incentive, approving officials shall consider both equitable 
treatment and diversity of the workforce. 
 
    f.  Prior to any repayment of a loan, a 3-year minimum 
service agreement must be signed and begins on the date the 
Defense Finance and Accounting Service (DFAS) makes the first 
payment to the loan holder(s); copy of the signed/executed 
service agreement will be transmitted to DFAS to commence 
payment to the lender(s) on a bi-weekly basis.  Agencies are not 
responsible for late fees assessed by the holder or any tax 
liability.  By reference (b), the service agreement may specify 
other employment conditions for continued authorization on the 
1st page of the service agreement under "Conditions of 
Employment."  These may include a requirement that the employee 
perform specific duties, meet all conditions of employment for 
the position, or retain employment within the organization. 

 
    g.  The employee loses benefits if, he/she: 
 
        (1) Separates from the agency; or 
 
        (2) Does not maintain an acceptable level of competence 
(employee's most recent rating must be at least successful); or 
 
        (3) Violates the conditions of the service agreement. 
 
    h.  An employee separated for misconduct or performance, or 
leaves voluntarily before completing the period of service 
specified in the agreement will reimburse the entire amount of 
any student loan repayment the employee received.  The 
authorizing official may waive all or part of a recovery if 
he/she feels the recovery would be against equity and good 
conscience or against the public interest. 
 
    i.  CNR HI HRO shall: 
 
        (1) Verify existence of and the balance remaining on 
qualifying outstanding loans shown on the student loan 
application form by forwarding to the loan holder(s) for 
verification; 
 
        (2) Maintain documentation for each student loan 
repayment application to include loan holder(s) verification of 
the employee's outstanding student loan, manager's justification 
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for authorizing the incentive, and a copy of the service 
agreement; 
 
        (3) Forward a copy of the signed service agreement to 
the pertinent Human Resources Service Center for filing on the 
left-hand side of the employee's Official Personnel Folder (OPF) 
and transmit copy to Defense Finance and Accounting Service 
(DFAS) who shall make payments directly to the lender on a bi-
weekly basis; and 
 
        (4) Submit annual reports through their respective 
Directors of Civilian Personnel Programs to the Office of 
Civilian Human Resources (OCHR), Code 012 each fiscal year.   
Reports will identify the number of employees receiving a loan 
repayment incentive, job classification of each recipient, and 
the total cost of the student loan repayment incentive. 
 
5.  Recruitment Incentives 
 
    a.  An authorized management official (AMO) may approve a 
recruitment incentive of up to 25 percent of the annual rate of 
basic pay based on criteria in paragraph 5d(1) below to an 
employee newly appointed to a position that is likely to be 
difficult to fill and who signs a service agreement prescribing 
conditions for the incentive.   
 
    b.  An AMO may request OPM to waive the 25 percent 
limitation and set the limitation at up to 50 percent of the 
employee's annual rate of basic pay at the beginning of a 
service period multiplied by the number of years (including 
fractions, thereof) in the service period not to exceed two 
years; however, in no event may the employee's total incentive 
exceed 100 percent of the annual rate of pay at the beginning of 
the service period.  The AMO shall submit requests for waiver 
through the Director, DON Office of Civilian Human Resources, 
614 Sicard Street, SE, Suite 100, Washington DC  20374-5072 to 
the Director, DOD Civilian Personnel Management Service, Field 
Advisory Service, 1400 Key Boulevard, Arlington, VA  22109.  
Each request for a waiver must include: 
 
        (1) A description of the critical agency need the 
proposed recruitment incentive would address; 
 
        (2) The basis for determining that a position is likely 
to be difficult to fill (as determined under paragraph 5d(1) 
above); 
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        (3) The proposed payment amount and justification for 
that amount; 
 
        (4) The timing and method of making the payments; 
 
        (5) The service period required; and 
 
        (6) Any other information pertinent to the case at hand. 
 
    c.  The employee must sign a service agreement for a minimum 
period of six months, nor more than four years of employment 
with the DOD component prior to receiving any recruitment 
incentive payments.  A recruitment incentive service agreement 
may not commence during: a period of employment established 
under any service agreement required for a relocation incentive; 
or, a period of employment established under any service 
agreement required for a retention incentive or for which an 
employee receives retention incentive payments without a service 
agreement.  Failure to complete the service agreement may 
obligate the employee to repay the recruitment incentive and 
will be processed IAW reference (j).   
 
    d.  An AMO may approve a recruitment incentive based on the 
following conditions: 
 
        (1) the following must be considered in determining 
whether to grant a recruitment incentive: availability and 
quality of candidates, including the success of recent 
recruitment efforts; recent turnover for the position or similar 
positions; salaries paid for similar positions outside the 
Federal government; employment trends and labor-market factors; 
special or unique competencies required for the position; 
organization efforts to use nonpay authorities (e.g., worksite 
alternatives, work scheduling flexibilities); desirability of 
the duties, work or organizational environment, or geographic 
location of the position; other supporting factors.   
 
        (2) Each determination to pay a recruitment incentive 
must be justified and documented to include: determination that 
the position will likely be difficult to fill in the absence of 
the incentive; supporting factors used to authorize the 
incentive; reasons for determining the amount and timing of the 
payments; and reasons for determining the length of the service 
period. 
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    e.  The AMO shall determine the percentage of the incentive 
based on criteria in paragraph 5d(1) above.  The approved 
percentage, not to exceed 25 percent of the annual rate of basic 
pay, will be multiplied by the number of years (including 
fractions, thereof) in the service period, not to exceed four 
years.  The incentive may then be paid as specified in the 
employee's service agreement and paid by any of the following 
methods: 
 
        (1) In a lump sum at the beginning of the service period 
stated in the agreement; 
 
        (2) In equal or variable installment payments throughout 
the service period; or 
 
        (3) As a final lump-sum payment at the end of the 
specified service period. 
 
     f.  When necessary to make a timely offer of employment, 
the AMO may target groups of similar positions identified as 
difficult to fill, establish criteria in advance for offering 
incentives to newly appointed employees in the targeted group, 
and authorize an official who is not lower than a candidate's 
supervisor to offer an incentive (in any amount within a pre-
established range) without further review or approval and may be 
paid to an employee who has not yet reported to duty once he/she 
has signed a service agreement. 
 
   g.  An approved recruitment incentive is not part of an 
employee's rate of basic pay for any purpose. 
 
6.  Relocation Incentives 
 
    a.  An AMO may approve a relocation incentive of up to 25 
percent of the annual rate of basic pay to any current employee, 
serving in covered positions, who must relocate (whether 
permanent or temporary), without a break in service, to accept a 
position in a different geographic area that will likely be 
difficult to fill in the absence of an incentive. The 
determination to pay a relocation incentive must be made before 
the employee enters on duty in the position at the new location 
and he/she must establish a residence in the new geographic area 
before the incentive is paid and only if the employee's rating 
of record for the position held immediately before the move is 
at least Fully Successful or equivalent. Newly appointed 
employees are not eligible for a relocation incentive.   
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    b.  The same provisions of paragraph 5b above (for a 
recruitment incentive) apply for an AMO requesting OPM for 
waiver of the 25 percent limitation for a relocation incentive 
based on the same criteria stated therein.   
 
    c.  An AMO may approve group relocation incentives and must 
be supported by written determinations that specify the group of 
covered employees, the conditions requiring the group incentive, 
and the period of time during which authorization of the group 
incentive is valid under the following conditions: 
 
        (1) The employee is a member of a group of employees 
subject to a mobility agreement and relocation incentives are 
necessary to ensure continuation of operations; or 
 
        (2) A major organizational unit is relocated to a new 
duty station and the relocation incentives will ensure continued 
operations of that unit without undue disruption to operations 
or functions deemed essential to the DOD component's mission. 
 
    d.  The employee must sign a service agreement of not less 
than six months nor more than four years of continued employment 
with the DOD component prior to receiving any relocation 
incentive payments.  A relocation incentive service agreement 
may not commence during a period of employment established under 
any service agreement required for a relocation incentive 
previously authorized.  A relocation incentive service agreement 
may commence during a period of employment established under a  
service agreement for a previously authorized retention 
incentive or for which an employee is receiving previously 
authorized retention incentive payments without a service 
agreement; the service period under such a relocation incentive 
service agreement and the service period required by the 
retention incentive service agreement, if applicable, must be 
fulfilled concurrently.  Failure by the employee to complete the 
service agreement may require the employee to reimburse the DOD 
component and will be processed IAW reference (j).  
 
    e.  A relocation incentive must be approved by the AMO based 
on the same conditions and written documentation requirements  
stated in paragraph 5d(1) and (2) above.  In addition to that  
required in paragraph 5d(2) above, the written justification 
will include affirmation that the employee's new position is in 
a different geographic area (50 or more miles from the worksite 
of the position held immediately before the move or affirmation 
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that the 50 mile requirement was waived) and affirmation that 
the employee established residence in the new geographic area.   
 
    f.  The AMO shall determine the percentage of the relocation 
incentive based on one or more of the criteria listed in 
paragraph 6e above.  The approved percentage will be multiplied 
by the number of years (including fractions of a year) in the 
service period, not to exceed four years. 
 
    g.  A relocation incentive will be paid as specified in the 
employee's service agreement and may be paid by any of the 
following methods: 
 
        (1) In a lump sum at the beginning of the service period 
stated in the agreement; 
 
        (2) In equal or variable installment payments throughout 
the service period; or 
 
        (3) As a final lump-sum payment at the end of the 
specified service period. 
 
    h.  An approved relocation incentive is not part of an 
employee's rate of pay for any purpose. 
 
7.  Retention Incentives 
 
    a.  A retention incentive of up to 25 percent of basic pay 
may be offered to:   
 
        (1) A current employee, who has unusually high or unique 
qualifications or when the organization has a special need for 
the employee’s services that make it essential to retain the 
employee and the employee would likely leave the Federal service 
(e.g., employee receives an offer of employment from a private 
firm) in the absence of an incentive; or  
 
        (2) An employee assigned to positions stated in 
paragraph 3 above currently employed in an organization subject 
to closure or relocation who is likely to leave his/her current 
position for another position in the Federal service when the 
AMO determines that: 
 
            (a) Given the organization's mission requirements 
and the employee's competencies, the organization has a special 
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need for the employee's services that makes it essential to 
retain the employee in his/her current position during a period 
of time before closure or relocation of the employee's office, 
facility, activity or organization; and 
 
            (b) In the absence of a retention incentive, the 
employee would be likely to leave for a different position in 
the Federal service (including a position in another Federal 
agency, a position in another DOD component or a different 
position in the same DOD component) as evidenced by the 
employee's affirmation or additional supporting documentation 
the AMO determines is appropriate; and 
  
            (c) The employee above is in receipt of a general or 
specific written notice from the organization that his/her 
position may or would be affected by the closure or relocation 
of the office, facility, activity or organization (e.g., 
employee's position may or would move to a new geographic 
location or the employee's position may or would be eliminated); 
inclusion of an office, facility, activity or organization on  
the Base Realignment and Closure list can be considered a 
general notice for this purpose.  
 
    b.  As for recruitment and relocation incentives, OPM may 
waive the 25 percent limitation on retention incentives and set 
the limitation at up to 50 percent of an employee's annual rate 
of pay based on a critical agency need.  Requests must be based 
on determinations that the employee's unusually high or unique 
qualifications are critical to the successful accomplishment of 
an important mission or project (e.g., programs or projects 
related to a national emergency or projects implementing a new 
law).  AMOs shall submit requests for waiver as in paragraph 5b 
above and must include the following: 
 
        (1) A description of the employee's work requirements 
and responsibilities; or for a group retention incentive, a 
description of the group or category and the number of 
employees, thereof, covered by the proposed retention incentive; 
 
        (2) A description of the critical agency need the 
proposed retention incentive would address; 
 
        (3) The written documentation required in paragraph 7j 
below; 
        (4) The proposed retention incentive percentage rate and 
a justification for that percentage; 
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        (5) The timing and method of making the retention 
incentive payments; 
 
        (6) The service period required; and 
 
        (7) Other information pertinent to the case at hand. 
 
    c.  An AMO may approve retention incentives for a group of 
employees under the following conditions: 
 
        (1) The unusually high or unique qualifications of the 
group or a special need of the organization for the employees' 
services makes it essential to retain the employees in that 
group or category; and 
 
        (2) There is a high risk that a significant number of 
the employees in the group would likely leave the Federal 
service in the absence of the group retention incentive. 
 
    d.  An AMO may also approve retention incentives for a group 
or category of employees in a closure or relocation situation 
when the group or category of employees has been narrowly 
defined and covers no more than one occupational series, and 
upon determination that: 
 
        (1) Given the organization's mission requirements, the 
organization has a special need for the services of employees in 
the defined group or category that makes it essential to retain 
the employees in their current positions during a period of time 
before the closure or relocation; and 
 
        (2) There is a high risk that a significant number of 
employees in the group would likely leave for different 
positions in the Federal service. 
 
    e.  Group retention incentives are limited to 10 percent of 
an employee's rate of basic pay unless OPM approved a waiver  
thereof.  Procedures to request for a waiver are the same as 
that in paragraph 5b above. 
 
    f.  The requirement to obtain higher level approval does not 
apply when group retention incentives have been previously 
authorized for the applicable category of employees. 
 
    g.  Group retention incentives may not be authorized for 
employees in SL or ST positions, SES positions, positions in the 
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Executive Schedule, or employees in similar categories for which 
payment of retention incentives has been approved by OPM. 
  
    h.  In determining whether to grant a retention incentive, 
the AMO must consider:  availability and quality of candidates,  
who, with minimal training, could perform the duties of the 
position; the success of recent efforts to recruit and retain 
employees with similar competencies; special or unique 
competencies required for the position; organizational efforts 
to use non-pay authorities to help retain employees (e.g., 
worksite alternatives; work scheduling flexibilities); 
desirability of the work, organizational environment, or 
geographic location of the position; salaries paid for similar 
positions outside the Federal government; the extent to which 
the employee's departure would affect the organization's ability 
to carry out an activity, perform a function, or complete a 
project deemed mission-essential; and other supporting factors. 
 
    i.  A retention incentive may be paid in a single lump-sum 
payment after completion of the full service period, or in 
installments after completion of specified periods of service as 
follows: 
 
        (1) The AMO may not approve payment of a retention 
incentive as an initial lump-sum payment at the start of a 
service period or as an installment paid in advance; 
 
        (2) A single lump-sum payment paid upon completion of 
the service period is derived by multiplying the retention 
incentive percentage rate established for the employee by the 
total basic pay earned by the employee during the full service 
period; 
 
        (3) An installment payment is derived by multiplying the 
rate of basic pay the employee earns in the installment period 
by the percentage not to exceed the percentage established for 
the employee by the AMO; 
 
        (4) An installment payment may be paid after completion 
of specified periods of service using variable percentages for 
each installment; if this method is used, the organization must 
pay the accrued but unpaid portion of the retention incentive as 
part of the final payment upon completion of the service 
agreement; 
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        (5) A service agreement is not required for a retention 
incentive paid in biweekly installments unless the incentive is 
granted under provisions in paragraph 7i(4) above or the 
employee received a reduced percentage for each installment made 
prior to the final payment. 
 
    j.  For each decision to pay a retention incentive, written 
justification will include:   
 
        (1) The basis for determining that the unusually high or 
unique qualifications of the employee (or group of employees) or 
a special need of the activity for the employee's (or group of 
employees') services makes it essential to retain the 
employee(s); 
 
        (2) The basis for determining that the individual 
employee, or a significant number of a targeted group of 
employees, would likely leave the Federal service in the absence 
of the incentive; and 
 
        (3) The basis for determining the amount and timing of 
the payments; and the length of the required service period, if 
a period of service is required. 
 
    k.  For each decision to pay a retention incentive for an 
employee (or group of employees) in a base closure or relocation 
situation, written justification will include that stated in 
paragraph 7j, as applicable, and: 
 
        (1) extent to which the employee's departure prior and 
during the closure or relocation period would affect the 
organization's ability to meet mission essential requirements 
(e.g., need to ensure minimal disruption of mission-critical 
functions; or provide essential services to the public; need for 
continuity in key operations; need to assist with the actual 
closure or relocation); 
 
        (2) Competencies possessed by the employee (or group of 
employees) that are essential to retain; and 
 
        (3) The agency (i.e., DON) the employee (or group of 
employees) would likely leave absent the incentive; the gaining 
agency (e.g., DON to DON or DON to DA; or DON to AF; etc.) and 
geographic location.  
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    l.  Authorization for a retention incentive:  may not be 
approved prior to employment with the DOD component; employee's 
rating of record is at least Fully Successful or equivalent; and 
the employee must sign a service agreement prior to receiving 
any retention incentive payments (the only exception is for 
incentives paid in bi-weekly installments; see paragraph 
7i(4)&(5) above).  Failure to complete the period of service 
specified in the service agreement will require the employee to 
reimburse the DOD component for the amount of all benefits 
received under the existing agreement that are in excess of the 
amount attributable to completed service and will be processed 
IAW reference (j).  When the AMO determines no service agreement 
is required, he/she must certify in writing, at least annually, 
the continuing need for the retention incentive payments.  
 
    m.  A retention incentive service agreement or payment, 
thereof, may not commence during a period of employment 
established under any service agreement required for payment of 
a recruitment or relocation incentive.  However, after a 
retention incentive service agreement or payment, thereof, has 
commenced, an activity may pay a relocation incentive without 
affecting the payment of a retention incentive.   
 
    n.  Retention incentives must be terminated when employees 
for whom no service agreement is required move to a different 
position.  Also, incentives must be reduced or terminated 
whenever payment at the level originally approved is no longer 
warranted.  Factors to consider include: 
 
        (1) Amount, if any, necessary to retain the employee; 
 
        (2) Availability of qualified candidates; 
 
        (3) Budget conditions; and 
 
        (4) Other supporting factors. 
 
    o.  For the employee(s) in a base closure or relocation 
situation, notwithstanding provision of Sec 575.309(g) of 
reference (e), acceptance of an offer to relocate negates 
eligibility for continued retention incentive. 
 
    p.  An approved retention incentive is not part of an 
employee's rate of basic pay for any purpose. 
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8.  Superior Qualifications Appointment Authority 
 
    a.  By reference (i), heads of activities or HQ offices 
delegated appointing authority may authorize basic pay above the 
minimum rate required by law or regulation for appointments to 
any General Schedule (GS) position, including permanent and 
temporary positions in the competitive or excepted service when 
justified by a candidate's superior qualifications or special 
need of the agency.  Unlike other incentives, a service 
agreement is not required.  This authority may be used for: 
 
        (1) A first appointment (regardless of tenure) as a 
civilian employee of the Federal Government; or 
 
        (2) Reappointment following a break in service of at 
least 90 days from the last period of civilian employment with 
the Federal Government, unless the 90-day period immediately 
preceding the appointment was limited to one or more of the 
following: 
 
            (a) Employment under a time-limited or non-permanent  
appointment in the competitive or excepted service; 
 
            (b) Employment under an appointment as an expert or 
consultant (5 U.S.C. 3109 and 5 CFR 304; or 
 
            (c) Employment under a provisional appointment 
provided for in 5 CFR 316.403. 
 
    b.  Request for SQA authority, pay rate determination, and 
written documentation requirements defined in paragraphs 8c and 
8d below are required and must be submitted, via HRO for 
regulatory compliance review and recommendation(s), to the 
activity Commander for approval/disapproval prior to the 
appointee's entry on duty (EOD) date.  
 
    c.  Under this appointment authority, pay may be set above 
the minimum rate of the grade if the candidate meets one of the 
following criteria:  
 
        (1) determination that a candidate has superior 
qualifications based on the level, type, or quality of the 
candidate's skills or competencies demonstrated or obtained 
through experience and/or education; the quality of the 
candidate's accomplishments compared to others in the field, or 
other factors that support the superior qualifications 
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determination; and must be relevant to the requirements of the 
position to be filled and be significantly higher than that 
needed to be minimally required for the position and/or be of a 
more specialized quality compared to other candidates; or 
 
        (2) determination that a candidate fills a special 
agency need if the type, level, or quality of skills and 
competencies or other qualities and experiences possessed by the 
candidate are relevant to the requirements of the position and 
are essential to accomplishing an important agency mission, 
goal, or program activity; also, a candidate may meet the 
special needs criteria by meeting agency workforce needs, as 
documented in the agency's strategic human capital plan. 
 
    d.  One or more of the following factors, as applicable, 
will be used to determine the step to which the rate of basic 
pay will be set: 
 
        (1) Level, type, or quality of the candidate's skills or 
competencies; 
 
        (2) Candidate's existing salary, recent salary history, 
or salary documented in a competing job offer (considering the 
location where the salary was or would be earned and comparing 
the salary to payable rates of basic pay in the same location); 
 
        (3) Significant disparities between Federal and non-
Federal salaries for the skills and competencies required; 
 
        (4) Existing labor market conditions and employment 
trends, including availability and quality of candidates for the 
same or similar positions; 
 
        (5) Success of recent efforts to recruit candidates for 
the same or similar positions; 
 
        (6) Recent turnover in the same or similar positions; 
  
        (7) importance/criticality of the position and effect on 
the activity if it is not filled or if there is a delay in 
filling the position; 
 
        (8) Desirability of the geographic location, duties, 
and/or work environment associated with the position; 
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        (9) activity workforce needs as documented in the 
activity strategic capital plans; and/or 
 
       (10) other relevant factors. 
 
    e.  Activities shall document all of the following 
sufficient to allow reconstruction of the action taken in each 
case: 
 
        (1) The superior qualifications of the candidate under 
paragraph 8c above that justify a higher than minimum rate; 
 
        (2) An explanation of the factor(s) and supporting 
documentation under paragraph 8d above that were used to justify 
setting pay above the minimum rate of pay and how they directly 
relate to the rate approved; and 
 
        (3) Reasons for authorizing a higher than minimum rate 
instead of, or in addition to, a recruitment incentive 
(paragraph 5 above). 
 
9.  Termination of Service Agreement(s):   
 
    a.  AMOs may unilaterally terminate service agreements based 
solely on management needs (i.e., reduction-in-force or 
insufficient funds or when the employee is assigned to a 
different position not within the terms of the service 
agreement).  In this situation, following provisions apply: 
 
       (1) For unilateral termination of a recruitment incentive 
service agreement, the employee is entitled to all recruitment 
incentive payments that are attributable to completed service 
and to retain any portion of payment he/she received that is 
attributable to uncompleted service. 
 
       (2) For unilateral termination of a relocation incentive 
service agreement, the employee is entitled to all relocation 
incentive payments attributable to completed service and to 
retain any portion of payment he/she received that is 
attributable to uncompleted service. 
 
       (3) For unilateral termination of a retention incentive 
service agreement, even if the conditions giving rise to the 
original determination to pay the incentive still exist, the 
employee is entitled to retain any retention incentive payments 
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that are attributable to completed service and to receive any 
portion of payment owed for completed service. 
       b.  AMOs must terminate service agreements when an 
employee is demoted or separated for cause (i.e., unacceptable 
performance or conduct); the employee receives a rating of 
record of less than "Fully Satisfactory" or equivalent; or the 
employee fails to fulfill the terms of the agreement.  In this 
situation (and others as further described below), following 
provisions apply: 
 
        (1) For termination of a recruitment incentive service 
agreement, the employee is entitled to retain payments 
previously paid that are attributable to the completed portion 
of the service period.  If the employee received payments in 
excess of the amount attributable to the completed portion of 
the service period, he/she must repay the excess amount. 
In the situation when the employee is separated as a result of 
material false or inaccurate statements or deception or fraud in 
examination or appointment, or the result of failing to meet 
employment qualifications, the employee must repay all 
recruitment incentive payments received under that service 
agreement (waiver for repayment not applicable). 
 
        (2) For termination of a relocation incentive service 
agreement, the employee is entitled to retain payments 
previously paid that are attributable to the completed portion 
of the service period; if the employee received less than the 
amount attributable to the completed portion of the service 
period, the activity is not obligated to pay the amount 
attributable to completed service, unless the activity agreed to 
such payment under the terms of the service agreement; if the 
employee received payments in excess of the amount attributable 
to the completed portion of the service period, he/she must 
repay the excess amount. 
 
        (3) For termination of a retention incentive service 
agreement or termination/reduction of retention incentive 
payments without a service agreement: 
 
            (a) When conditions change such that the original 
determination to pay the incentive no longer applies i.e., the 
agency assigns employee to a different position that is not 
within the terms of the service agreement; or when payment is no 
longer warranted after considering such factors as: 
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                1 Whether a retention incentive is needed to 
retain the employee (or group of employees); or whether a lesser  
amount (or none at all for incentive payments without a service 
agreement) would be sufficient to retain the employee (or group 
of employees); 
 
                2 Whether labor-market factors make it more 
likely to recruit candidate(s) with competencies similar to 
those possessed by the employee (or group of employees); or 
 
                3 Whether need for services of the employee (or 
group/category of employees) has been reduced to a level that 
makes it unnecessary to continue paying the incentive. 
         
            (b) When the retention service agreement is 
terminated under paragraph 9b(3)(a) above, the employee is 
entitled to retain any payments attributable to completed 
service and is paid any portion of payment owed by the activity 
for completed service; when retention incentive payments without 
a service agreement are terminated/reduced, the employee is 
entitled to receive any scheduled incentive payments through the 
end of the pay period in which the written notice is provided or 
until date of separation, if sooner; 
 
            (c) when the retention service agreement is 
terminated for cause under paragraph 9b above, the employee is 
entitled to retain payments previously paid that are 
attributable to the completed portion of the service period; if 
the employee received less than the amount attributable to the 
completed portion of the service period, the activity is not 
obligated to pay the employee the amount attributable to 
completed service, unless the activity agreed to such payment 
under the terms of the service agreement. 
 
    c.  To determine the amount of recruitment and relocation 
incentives attributable to completed and uncompleted service, 
the full amount of the authorized incentive must be prorated 
across the length of the service period. 
 
    d.  To determine the amount of retention incentive payments 
that may be owed to an employee for completed service under 
paragraphs 9b(3)(a) and (b) above, multiply the total rate of 
basic pay the employee earned during the completed portion of 
the service period by the retention incentive percentage rate 
established for the employee and subtract the amount of 
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incentive payments already paid to the employee; the difference 
is the amount owed the employee for completed service. 
 
    e.  Where applicable, the activity head may waive 
requirement to repay the excess amount when, in the judgment of  
the activity head, collection of the excess amount would be 
against equity and good conscience and not in the best interest 
of the United States. 
 
    f.  A written notification to the employee from the AMO is 
required when an employee's service agreement is terminated or 
when retention incentive payments without a service agreement 
are terminated/reduced.  
 
    g.  The decision to terminate any incentive service 
agreement or termination/reduction of retention incentives 
without a service agreement cannot be grieved or appealed. 
 
10.  Action:  The following procedures apply to process 
request(s) for incentives: 
 
    a.  Activity: 
 
        (1) Requesting official shall consult with his/her 
activity servicing HRO Advisor to request guidance and to 
coordinate and ensure eligibility and documentation requirements 
in paragraphs 5, 6 or 7 above are met; 
 
        (2) Once process in paragraph 10a(1) is completed, 
requesting official shall generate a memo, via HRO, to the AMO 
for approval/disapproval of the incentive with required 
applicable written documentation (refer to Exhibits);  
 
        (3) Upon notification of AMO written approval, 
requesting official shall ensure RPA is generated, to include 
the approved amount and forward to HRO with required 
documentation for continued action (also, furnish copy of AMO 
approval to activity Comptroller); 
 
        (4) For AMO approved advance recruitment incentive 
(defined in paragraph 5f above) request(s), generate a RPA 
reflecting the prospective appointee's name, social security 
number, mailing address, amount of incentive, firm entry on duty 
(EOD) date, and the financial institution, address, and account 
number where monies will be sent (optional) in the notepad and 
attach documentation for processing; 
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        (5) Track employee compliance with service agreements/ 
paid incentives, including employee separations, transfers, 
assignments to other positions (see paragraph 9 above), and, 
when deemed appropriate and necessary by the activity head (see 
paragraph 9e above), initiate process for reimbursement in 
accordance with reference (j) or document waiver for repayment. 
 
    b.  AMO shall review incentive packet and approve/disapprove 
the request for the incentive accordingly, and forward to HRO, 
via the requesting official, for continued action in accordance 
with paragraph 10a(3) above. 
 
    c.  CNRHI HRO Advisor/Assistant shall: 
 
        (1) Upon contact from a requesting official, review, 
determine and confirm that proposed incentive request packet 
meets regulatory and documentation requirements in paragraph 5, 
6 or 7 above;  
 
        (2) Upon receipt of an approved incentive packet and the 
RPA (see paragraph 10a(3) above), ensure all required 
information and documents are attached and forward to HRSC for 
final processing; 
 
        (3) For an approved advance recruitment incentive 
request, send a firm commitment EOD date memo and the 
Recruitment Incentive Service Agreement to the selectee with 
instructions to read, acknowledge, and accept conditions by 
signing the commitment memo and service agreement and returning 
to CNRHI HRO for continuing action: 
 
            (a) Upon receipt of the signed documents from the 
selectee, send a copy of the written approval and related 
documents, including information required in paragraph 5 above, 
to the activity Customer Service Representative with a cover 
memo requesting documents be faxed to their Defense Finance and 
Accounting Service Office to pay the advance recruitment 
incentive (NOTE: HRSC does not process advance recruitment 
incentive actions.); 
 
            (b) Upon EOD of the employee paid an advance 
recruitment incentive, ensure the activity submits a RPA to 
include the following remarks in the RPA notepad:  "ADVANCE 
RECRUITMENT INCENTIVE PAID ON (date); required supporting 
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documentation forwarded to HRSC on (date)" and transmit with the 
written approval and related documents to HRSC; 
 
 
        (4) Assist activity officials in determining whether 
mandated criteria of references (a) through (i) are met; 
 
        (5) Establish/maintain an individual activity record of 
approved AMO incentives and related information and, upon 
request, be available for review and submission to higher 
headquarters and/or OPM. 
 
11.  Accountability 
 
    a.  Heads of DOD components shall ensure appropriate and 
effective use of above authorities to support mission 
requirements and conformance to merit system principles. 
 
    b.  AMOs shall: 
 
        (1) Determine which positions require payment of 
incentives and establish terms of the service agreements; 
 
        (2) Annually review retention incentives, adjust payment 
amounts as warranted by conditions that have changed since the 
incentive was authorized, and record the results in writing; 
 
        (3) When applicable, initiate a request for an OPM 
waiver to the 25 percent limitation when the DOD activity 
determines the competencies required for the position are 
critical to the successful completion of an important mission; 
 
        (4) Terminate service agreements consistent with this 
instruction; and 
 
        (5) Maintain accurate records of written determinations. 
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EXHIBIT III 
 

(Sample Request for HRO Review) 
 
  (COMMAND LETTERHEAD) 
         SSIC 
         Ser  
         Date 
 
From:  Requesting Official, (Activity)  
To:    (Activity Authorizing Management Official) 
Via:   Human Resources Office, CNR Hawaii, ATTN:  N131 
 
Subj:  REQUEST FOR (RECRUITMENT, RELOCATION OR RETENTION)  
       INCENTIVE FOR (NAME OF SELECTEE/EMPLOYEE) 
 
Ref:   (a) USD Memo of 21 Sep 2006, Subj: Implementation of   
           Recruitment, Relocation and Retention Incentives/ 
           USD Memo of 5 Feb 2008, Subj: Implementation of 
           Enhanced Retention Incentive Authority 
       (b) COMNAVREGHIINST 12000.1D, Section 217 
 
Encl:  (1) (Recruitment, Relocation or Retention) Incentive  
           Justification (Exhibits IV, VI, or VIII) 
       (2) Recruitment, Relocation or Retention Incentive 
           Service Agreement (Exhibit V, VII, or IX) 
            
1.  (Name of selectee/employee) has been selected for the 
position of __(title, series, grade or band)__ in (code).  
Mr./Ms. _____________ has been selected for a position that is 
likely to be difficult to fill in the absence of a (Recruitment 
or Relocation) Incentive.  Therefore, in accordance with 
references (a) and (b), Enclosures (1) and (2) are submitted for 
review and consideration to approve recommended incentive for 
(Mr./Ms._____________).  If approved, payment will be made in 
accordance with, and upon execution, of the Service Agreement. 
 

OR(for Retention Incentive) 
 
1.  In accordance with references (a) and (b), Enclosure(s) (1) 
and (2) (service agreement not applicable to bi-weekly 
installments pay plan) are submitted for review and 
consideration to approve a Retention Incentive to retain  
 
 

https://jbphhportal.nmci.navy.mil/HI/N00/directives/CNRH%20Instructions/12000.1D/Exhibit/III%20-%20EXHIBIT%20Template%20Sec217.doc
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(Mr./Ms._______) in the position of (title, series, grade or 
band) in (code) as the employee will likely leave the Federal  
service absent the incentive.  Enclosure (1) provides reasons 
and attributes that make it essential to retain the employee in 
this position to support command mission requirements.  
Enclosure (2) (only for other than bi-weekly installment pay 
plan option) reflect service agreement requirements.  If 
approved, payment will be made in accordance with, and upon 
execution of, the Service Agreement, if applicable. 
 
2.  If you have any questions or require additional information, 
please contact (name of requesting official and phone #). 
 
 
 
 
      (Requesting Official/Originator)  
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(SAMPLE)          
          SSIC 
          Ser N131/ 
          Date 
 
FIRST ENDORSEMENT on (info from originator) 
 
From:  Director, Human Resources Office, CNR Hawaii 
To:    (Activity AMO)          
 
Subj:  REQUEST FOR (RECRUITMENT, RELOCATION OR RETENTION) 
       INCENTIVE FOR (NAME OF SELECTEE/EMPLOYEE) 
 
1.  Enclosures (1) and (2) (enclosure 2 not applicable to bi-
weekly installments pay plan for retention incentive only) of 
basic letter has been reviewed and hereby certified that 
requirements of reference (b) have been met.  Consequently, 
recommend approval at second endorsement below to grant 
requested incentive for (name of selectee/employee).   
 
 

OR 
 

 
(prepare/return via second endorsement to requesting official 
notification that review resulted in determination that 
requirements have not been met) 
 
2.  If you have any questions or concerns, please contact 
(servicing HRO Advisor) of my staff at (phone number). 
 
 
 
       NADINE E. BAYNE 
       By direction 
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(SAMPLE)          SSIC 
          Ser 
          Date 
 
SECOND ENDORSEMENT on (info from originator) 
 
From:  (Activity AMO) 
To:     Director, Human Resources Office, ATTN:  N131, CNR 
        Hawaii 
 
1.  Request is:   APPROVED: ____, in the amount of $________ 
 
                  DISAPPROVED: ____   Comments (if any): 
 
 
 
 
 

(AMO Signature Block) 
 
Copy to: 
Comptroller, Code  _______ 
(Activity Requesting Official) 
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EXHIBIT IV 
 

JUSTIFICATION FOR RECRUITMENT INCENTIVE 
 
Following is written justification to grant a recruitment 
incentive to _____(name of selectee)_______ for appointment into 
the position of ____(position title, series, grade; command/ 
location, code)________.  This is a critical position that would 
be difficult to fill in the absence of an incentive and must be 
filled with a highly qualified candidate. 
 
JUSTIFICATION:  (Consider that stated in paragraph 5d above then 
provide written justification that must include all items listed 
in paragraph 5d(2).) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If approved, ______(selectee's name)________ shall be required to 
sign attached service agreement. 
 
 
 
______________________________________ 
Requesting Supervisor's Signature/Date 
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EXHIBIT V 
 

RECRUITMENT INCENTIVE SERVICE AGREEMENT 
 

I, ___(selectee's name)____, have accepted appointment into the 
position of ___(title, series, grade)___ with __(activity, code, 
location)__. I have read, fully understand, and accept the 
following conditions of this Service Agreement for a Recruitment 
Incentive of (percentage) of my annual basic pay rate of $_______ 
and fully understand that this incentive is not part of my rate 
of basic pay for any purpose. 
 
    a.  Period of service (in months/years, agreed to by the 
employee): _____________; Total amount authorized: $_________. 
 
    b.  Actual beginning service date: ___________; actual 
ending service date: ___________  (Service period must begin on 
the 1st day of an employee's service with the organization and 
end on the last day of a pay period.  Two exceptions are: if the 
employee begins work on other than the 1st day of the pay period, 
the service period will begin on the 1st day of the next pay 
period; or if the employee is required to complete a probationary 
period or an initial period of formal training, the employee's 
service period may be delayed until the beginning of the pay 
period following completion of the probationary or training 
period.  Since the AMO must approve the recruitment incentive 
before the employee enters on duty, the agreement also must 
specify that there is no obligation to pay any portion of the 
incentive if the employee does not successfully complete the 
probationary period or the training.) 
 
    c.  Payment will be paid: ________________  (select an option 
from paragraph 5e above; and if paid in installments, the date 
and amount of each installment payment) 
 
    d.  The AMO shall terminate this agreement if I am demoted or 
separated for cause or receive a rating of record of less than 
"Fully Successful" or equivalent.  
 
    e.  (Statement of the terms or conditions that will result in 
the AMO's decision to unilaterally terminate the service 
agreement, i.e., reduction in force or insufficient funds.)  
 
    f.  (Statement on the extent to which periods of time on 
detail, in a nonpay status, or in a paid leave status is 
creditable towards completion of the service period.) 
 
 
 
 
 
 

https://jbphhportal.nmci.navy.mil/HI/N00/directives/CNRH%20Instructions/12000.1D/Exhibit/V%20-%20EXHIBIT%20Template%20Sec217.doc
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    g.  (Statement on consequence of voluntary and management 
decisions to terminate the service agreement, e.g., conditions 
under which the employee must repay any unearned portion of the 
incentive he/she may already have received.) 
 
    h.  The decision to terminate this service agreement may not 
be grieved or appealed. 
 
 
 
________________________________ 
Selectee Signature/Date 
 
Copy to:  
HRO Case File  
Appointee/Employee Name   
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EXHIBIT VI 
 

JUSTIFICATION FOR RELOCATION INCENTIVE 
 
Following is written justification to authorize _____(name of 
employee)___ a Relocation Incentive to accept the position of 
______(title, series, grade)___, with ____(activity/location)___.  
This position is considered a critical position that is likely to 
be difficult to fill in the absence of an incentive.  It is 
further certified that ____(employee name)__ is geographically 
relocating more than 49 miles from (his/her) current worksite, 
without a break in service, to accept this position and (his/her) 
current performance rating of record is at least "Fully 
Successful." 

 
JUSTIFICATION: (Consider that specified in paragraph 6e above 
then provide written justification required thereof and include 
affirmation that the employee established residence in the new 
geographic area or that the 50 mile requirement was waived.)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If approved, ____(employee's name)_____ shall be required to sign 
attached service agreement. 
 
 
 
 
______________________________________ 
Requesting Supervisor's Signature/Date 
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EXHIBIT VII 
 

RELOCATION INCENTIVE SERVICE AGREEMENT 
 

I, __(selectee's name)___, have accepted the position of 
__(title, series, grade)___ with __(activity, code, location)__ 
requiring a geographical move of more than 49 miles from my 
current worksite.  I have read, fully understand, and accept the 
following conditions of this Service Agreement for a Relocation 
Incentive of (percentage) of my annual basic pay rate of $______ 
and fully understand this incentive is not part of my rate of 
basic pay for any purpose. 
 
    a.  Period of service (in months/years, agreed to by the 
employee):  __________; Total amount authorized: $___________ 
 
    b.  Actual beginning service date: __________; actual ending 
service date: _________ (Service period must begin on the 1st day 
of an employee's service at the new duty station and end on the 
last day of a pay period.  Two exceptions are: if the employee 
begins work at the new duty station on other than the 1st day of 
the pay period, the service period will begin on the 1st day of 
the next pay period; or if the employee is required to complete 
an initial period of formal training, the employee's service 
period may be delayed until the beginning of the pay period 
following completion of the training period.  Since the AMO must 
approve the relocation incentive before the employee enters on 
duty at the new duty station, the agreement must specify that 
there is no obligation to pay any portion of the incentive if the 
employee does not successfully complete the training.) 
 
    c.  Payment will be paid: _____________ (select an option 
from paragraph 6g above; and if paid in installments, the date 
and amount of each installment payment) 
 
    d.  The AMO shall terminate this agreement if I am demoted or 
separated for cause or receive a rating of record of less than 
"Fully Successful" or equivalent. 
 
    e.  (Statement of the terms or conditions that may result in 
the AMO's decision to unilaterally terminate the service 
agreement, i.e., reduction in force or insufficient funds or 
reassignment to a difference type of position.) 
 
    f.  (Statement on the extent to which periods of time on 
detail, in a nonpay status, or in a paid leave status are 
creditable towards completion of the service period.) 
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    g.  (Statement on consequence of voluntary and management 
decisions to terminate the service agreement, e.g., conditions 
under which the employee must repay any unearned portion of the 
incentive he/she may already have received.) 
 
    h.  The decision to terminate this service agreement may not 
be grieved or appealed. 
 
 
 
_____________________________ 
Employee Signature/Date 
 
Copy to:   
HRO Case File   
Employee's Name   
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EXHIBIT VIII 
 

JUSTIFICATION FOR RETENTION INCENTIVE 
(For employees planning to leave Federal service.) 

 
Following is written justification to authorize ____(name of 
employee)____ a Retention Incentive to remain in the position of 
____(title, series, grade)___ with ___(activity and location)__.    
Absent a Retention Incentive the employee would likely leave the 
Federal service (e.g., employee receives an offer of employment 
from a private firm offering higher salaries/benefits). 
 
JUSTIFICATION:  (Consider criteria stated in paragraph 7h above, 
then provide written justification to include documentation of 
all items listed in paragraph 7j.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If approved, _____(employee's name_____ shall be required to sign 
a service agreement for __(length of service period)_ and paid 
___(payment option, paragraph 7i above)__.  (This statement not 
required for payment option at paragraph 7i(5) above.) 
 
 
 
______________________________________ 
Requesting Supervisor's Signature/Date 
 
 
     
 
 
 
 

https://jbphhportal.nmci.navy.mil/HI/N00/directives/CNRH%20Instructions/12000.1D/Exhibit/VIII%20-%20EXHIBIT%20Template%20Sec217.doc
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EXHIBIT VIII 
 

JUSTIFICATION FOR RETENTION INCENTIVE 
(For employees subject to base closure or relocation planning to 

leave for another position within the Federal service.) 
 
Following is written justification to authorize ___(name of 
employee)___ a Retention Incentive to remain in the position of  
____(title, series, grade)___ with __(activity and location)___ 
that is scheduled for (closure or relocation).  Absent a 
Retention Incentive, the employee would likely leave (his/her) 
current position to accept another position within the Federal 
(including a position in the same DOD component) service. 
 
JUSTIFICATION:  (Consider provisions of paragraph 7a(2) above 
then provide written documentation for criteria listed in 
paragraph 5d(1) and (2) above (as for recruitment incentive) and 
the following: extent to which employee's departure to a 
different position in the Federal service would affect the 
organization's ability to carry out an activity, perform a 
function, or complete a project deemed essential to mission 
requirements prior and during the closure or relocation period; 
e.g., need to ensure minimal disruption of mission-critical 
functions or provide an essential service to the public, need for 
continuity in key operations, or need to assist with the actual 
closure or relocation; the competencies possessed by the 
employees that are essential to retain; and document losing 
agency and gaining agency and its geographic location, including 
between and within DOD components.) 
 
 
 
 
 
 
 
 
 
 
If approved, __(employee's name)__ shall be required to sign 
attached service agreement for __(length of service period)__ and 
paid __(payment option, paragraph 7i above)__. 
 
 
 
 
______________________________________ 
Requesting Supervisor's Signature/Date 
 

 
 
 



COMNAVREGHIINST 12000.1D CH-10 
                                   14 Jul 09 

 

217-38 

EXHIBIT IX 
 

RETENTION INCENTIVE SERVICE AGREEMENT 
(For employees planning to leave Federal service.) 

 
 

I, ___(employee's name)___, am accepting a Retention Incentive to 
remain in the position of __(title, series, grade)__ with 
__(activity, code, location)_.  Consequently, I have read, 
understand, and accept the following conditions of this Service 
Agreement and also fully understand that this incentive is not 
part of my rate of basic pay for any purposes. 
 
    a.  Period of service (in months/years agreed to by the 
employee):  ____________ 
 
    b.  Actual beginning date: ____________; actual ending 
service date: ____________  (The service period must begin on the 
1st day of a pay period and end on the last day of a pay period.) 
 
    c.  (Retention Incentive percentage rate, method of payment, 
and, if paid in installments, the method of installment payments 
(i.e., equal percentage rates or reduced percentage rates per 
installment with a final lump-sum payment of the accrued but 
unpaid amount of the incentive.  Refer to paragraph 7i above.) 
 
    d.  The AMO shall terminate this agreement if I am demoted or 
separated for cause or receive a rating of record of less than 
"Fully Successful" or equivalent. 
 
    e.  (Statement of the terms or conditions that may result in 
the AMO's decision to unilaterally terminate the service 
agreement, i.e., reduction in force, insufficient funds, 
reassignment to a different type of position.) 
 
    f.  (Statement on the extent to which periods of time on 
detail, in a nonpay status, or in a paid leave status are 
creditable towards completion of the service period.) 
 
    g.  (Statement on consequence of both voluntary and 
management decision to terminate the service agreement, e.g., 
conditions under which the employee must repay any unearned 
portion of the incentive he/she may already have received.) 
 
 
 
 
 
 
 
 
 

https://jbphhportal.nmci.navy.mil/HI/N00/directives/CNRH%20Instructions/12000.1D/Exhibit/IX%20-%20EXHIBIT%20Template%20Sec217.doc


COMNAVREGHIINST 12000.1D CH-10 
                                   14 Jul 09 

 

217-39 

    h.  The decision to terminate this service agreement may not 
be grieved or appealed. 
 
 

 
_____________________________ 
Employee Signature/Date 

 
Copy to:   
HRO Case File   
Employee Name   
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EXHIBIT IX 
 

RETENTION INCENTIVE SERVICE AGREEMENT 
(For employees subject to closure or relocation planning to leave 

for another position within the Federal service.) 
 

 
I, __(employee's name)__, am accepting an offer for a Retention 
Incentive to remain in the position of __(title, series, grade)__ 
with __(activity, code, location)__.  Consequently, I have read, 
understand, and accept the following conditions of this Service 
Agreement and also fully understand that this incentive is not 
part of my rate of basic pay for any purposes. 
 
    a.  Period of service (in months/years agreed to by the 
employee):          
 
    b.  Actual beginning date:         ; actual ending service 
date:            (The service period must begin on the 1st day of 
a pay period and end on the last day of a pay period.) 
 
    c.  (Retention Incentive percentage rate, method of payment, 
and, if paid in installments, the method of installment payments 
i.e., equal percentage rates or reduced percentage rates per 
installment with a final lump-sum payment of the accrued but 
unpaid amount of the incentive.  Refer to paragraph 7i above.) 
 
    d.  The AMO shall terminate this agreement if:  I am demoted 
or separated for cause or receive a rating of record of less than 
"Fully Successful" or equivalent, or if closure or relocation is 
cancelled and I move to a position not affected by the closure or 
relocation, or I accept an offer to relocate with my 
organization, or I move to a position within the organization 
that is not covered by this service agreement. 
 
    e.  (Statement of the terms or conditions that may result in 
the AMO's decision to unilaterally terminate the service 
agreement, i.e., reduction in force, insufficient funds, 
reassignment to a different type of position.) 
 
    f.  (Statement on the extent to which periods of time on 
detail, in a nonpay status, or in a paid leave status are 
creditable towards completion of the service period.) 
 
    g.  (Statement on consequence of both voluntary and 
management decision to terminate the service agreement, e.g., 
conditions under which the employee must repay any unearned 
portion of the incentive he/she may already have received and the 
conditions under which management must pay any earned portion of 
the incentive not yet disbursed.) 
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    h.  The decision to terminate this service agreement may not 
be grieved or appealed. 
 
 
 
                               _______________________________ 
                               Employee Signature/Date 
 
Copy to: 
HRO Case File 
Employee Name 
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EXHIBIT X 
 

(Sample SQA Request for HRO Review/Command Official Approval) 
 

(COMMAND LETTERHEAD) 
 
         SSIC 
         Ser  
         Date 
 
From:  Selecting Official  
To:    Approving Official Name/Code (at least one level 
         Higher than prospective employee's supervisor) 
Via:   Human Resources Office, CNR Hawaii, ATTN: (Servicing 
         Advisor Name) Code N131 
 
Subj:  REQUEST FOR SUPERIOR QUALIFICATIONS APPOINTMENT 
       AUTHORITY 

 
Ref:   (a) COMNAVREGHIINST 12000.1D, Section 217 
 
Encl:  (1) Justification for Superior Qualifications 
           Appointment Authority 
 
1.  (Name of Selectee) has been selected for the position of 
(title, series, grade) in (code).  IAW reference (a), request 
approval to appoint (name of selectee) at a rate of pay above the 
minimum required by law in the amount of (state appropriate 
step/amount).  Enclosure (1) provides required written 
determination and documentation for review and consideration. 
 
2.  If you have any questions or desire further information, 
please contact me at (phone number). 
 
 
 
 
      (Requesting Official Signature) 
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 (SAMPLE)         SSIC 
          Ser N131/  
          Date 
 
FIRST ENDORSEMENT on (info from originator) 
 
From:  Director, Human Resources Office, CNR Hawaii 
To:    Approving Official Name/Code (at least one level higher 
         than prospective employee's supervisor) 
 
Subj:  REQUEST FOR SUPERIOR QUALIFICATIONS APPOINTMENT 
       AUTHORITY 
 
1.  Enclosure (1) of basic letter has been reviewed and hereby 
certified that requirements of reference (a) has been met.  
Consequently, recommend approval at second endorsement below to 
grant subject appointment of (selectee's name) at the pay rate 
stated above. 
 

OR 
 

(prepare/return via second endorsement to selecting official with 
notification that review resulted in determination that 
requirements have not been met) 
 
2.  If you have any questions or concerns, please contact 
(servicing advisor name) of my staff at (phone number). 
 
 
 
 
       NADINE BAYNE 
       By direction 
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 (SAMPLE)         SSIC 
Ser  

          Date 
 
SECOND ENDORSEMENT on (info from originator) 
 
From:  Approving Official Name/Code (at least one level higher 
         than prospective employee's supervisor) 
To:    Director, Human Resources Office, ATTN: N131, CNR  
       Hawaii 
 
1.  Above request is:   APPROVED: ____  DISAPPROVED: _____  
Comments (if any): 
 
 
 
         (Appropriate Signature Block) 
 
 
Copy to: 
Comptroller, Code ______   
Requesting Official, Code ______    
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EXHIBIT XI 
 

JUSTIFICATION FOR SUPERIOR QUALIFICATIONS 
APPOINTMENT AUTHORITY 

 
 
Following provides written determination and documentation to 
request for Superior Qualifications Appointment Authority to 
employ (__name of selectee___) to the position of __position 
title, series, grade, activity designation and code__ at a rate 
of basic pay above the minimum rate required by law or 
regulation. 
 
 
JUSTIFICATION:  (Refer to paragraph 8c above in determining use 
of SQA and paragraph 8d for pay rate determination; then provide 
written documentation for criteria in paragraph 8e and why 
consideration of a recruitment incentive was insufficient.) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
__________________________________ 
Requesting Official Signature/Date 
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